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ABSTRACT 



This training guide can be used to plan and develop 
a training course for persons who are interested in becoming building 
custodians. The outline was prepared by vocational education 
specialists for the Division of Manpower Development and Training and 
focuses on school custodians but can also be used for custodial 
services in public buildings, hospitals, colleges, stores, factories, 
and office buildings. An outline for 60 hours of instruct ion . is 
divided into nine units, covering general housekeeping, sanitation, 
operation and maintenance of heating-ventilating systems, maintenance 
of buildings and grounds, human relations, management of supplies and 
equipment, safety, personnel, and security and protective measures. 
Information is included for the teacher on planning the lesson, 
training facility considerations, and. criteria for evaluating trainee 
readiness for employment. A glossary, bibliography, sample work 
schedules and lesson plan, and a suggested list of equipment, tools, 
and supplies are appended. (BC) 
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Foreword 



In recent years the economy of this Nation has been growing at a rapid rate. 
One aspect of this growth is in evidence in the building construction business. New 
school buildings, apartment houses, and office buildings are being erected at an 
unprecedented rate. Each new building represents a substantial investment. Main- 
tenance, repairs, and cleaning services which prolong the period of building use 
must be provided to protect this investment. Competent building custodians are 
needed to service these buildings. 

This guide has been prepared to assist administrators, supervisors, and teachers 
in developing content for courses to be used in preparing persons for this occupation. 

It was prepared for the Division of Manpower Development and Training, 
Howard A. Matthews, Director. Recognition is given to Dr. Carl Schaefer, Chairman, 
Vocational-Technical Education Department (Rutgers), and to Benjamin Shapiro, 
Director, Curriculum Laboratory (Rutgers), for directing this project and supervising 
the development of content. John F. Kelly, Supervisor, Custodial Services, Board of 
Education, Newark, N.J., and an instructor in the evening school, Essex County 
Vocational and Technical High Schools; and Raymond Pearson, an instructor in 
Salem County Technical Institute, Pedricktown, N.J., compiled the technical content. 

The guide provides an outline for 60 hours of instruction divided among nine 
units. The sequence of instructional material and the hours assigned are only sugges- 
tions. Both time and content may be changed to better meet local needs. 

A suggested list of equipment, materials, supplies, reference bocks, and a glos- 
sary of terms have been included for reference in organizing the course. The assistance 
of local advisory groups should be sought for guidance in selecting equipment which 
will serve best the local conditions. 



Grant Venn, 

Associate Commissioner for 
Adult , Vocational, and Library Programs . 
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Background 



Purpose of the Guide 

This training guide has been prepared to assist in 
planning and developing a course of training for 
persons who are capable and desirous of becoming 
building custodians. 

While the outline in this guide emphasizes the work 
of the school custodian, much of the suggested content 
can be applied to custodial services in other public 
buildings, hospitals, colleges, stores, factories, and 
office buildings. 

The course objectives are to: 

Develop an understanding of the responsibility placed upon 
custodians as service employees assigned the job of providing 
healthful and comfortable quarters foi* the. occupants of the 
building. 

Develop a knowledge of and some skills in the use of modern 
equipment and materials, and in providing sanitary and 
safe conditions in the maintenance of the buildings. 

Create a desire for self-improvement through learning the 
technical information related to the various aspects of the 
custodial service. 

Develop an acceptable level of skill in the us* f)l the equip- 
ment, tools, and supplies necessary for carrying out the responsi- 
bility assigned to a building custodian. 



Job Description 

The size of the building to be serviced will deter- 
mine the specific duties performed by the custodial 
staff. In small buildings practically all the work is per- 
formed by the custodian himself. The larger the 
building, the more assistance will be needed, and the 
more work assignments will become specialized. 
In general, the work the custodian performs will 
include the following: 

Keeps public parts of building in clean, orderly condition 
and good state of repair. 

Operates furnaces and boilers to provide heat and hot water. 

Sweeps, mops, and scrubs halls, stairways, rooms, and offices. 

Removes and disposes of litter and wastepaper from halls, 
stairways, rooms, and offices. 

Makes minor repairs to defective plumbing, electric wiring, 
or other parts of the building. 

Replaces burned out electric lamps in fixtures throughout 
the building. 

Cleans sidewalks and driveways of snow or debris. 



May issue instructions to subordinates concerning cleaning 
repair, and maintenance of mechanical and electrical equipment, 
plumbing, and structure of building. 

Maintains adequate safety protection for occupants of 
building by directing elimination of fire or hazards, providing 
necessary fire-extinguishing equipment, and insuring accessi- 
bility to fire escapes. 

May keep records of labor and material costs fer operating 
buildings. 

See Appendix A for information concerning sug- 
gested workloads and individual schedules of cus- 
todians. 

Qualifications of Trainees 

It is desirable but not essential that persons taking 
this course be high school graduates. 

Trainees or students should be screened to ascertain 
their ability to use mathematics, read, write, and 
understand written directions. These skills are neces- 
sary for reading manufacturers’ instructions, ordering 
supplies, checking the delivery of supplies, keeping 
records, and making reports in connection with their 
duties. In addition, it would be desirable if they were 
required to take the General Aptitude Test Battery, 
B-552, administered by the State Employment 
Service. 

Upon completion of the course, each student will 
be expected to pass an examination on the subject 
matter covered. 

All students are expected to have a strong desire to 
learn the material presented in the course and to 
qualify for employment in this type of work. 

Teacher Qualifications 

The person selected to teach this course should have 
had considerable experience in the field of custodial 
and maintenance services in industrial plants, schools, 
or other institutions. Supervisory experience would 
also be of value. 

If the instructor has not had any experience in 
teaching, he should be required to take some courses 
in teacher education including course construction, 
lesson planning, and methods of presentation. 
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